


More and more business are realizing

composting is a cost effective alternative

to trash disposal. 

Compost
that
stuff!

This material was provided through a grant from the Massachusetts
Department of Environmental Protection to the City of Cambridge.

SAVE THAT STUFF, Inc. was founded in 1990 to provide cost-effective 
alternatives to traditional waste disposal. SAVE THAT STUFF, Inc. 
currently helps over one thousand customers remove corrugated 
cardboard, newspaper, mixed paper, electronics, organics, cans and 
bottles from their waste stream—helping those businesses, 
organizations and institutions save money while reducing their 
impact on the environment.

Diverting organics from the waste

stream helps the City meet the

goals of the Cambridge Climate

Protection Plan and the goals of

the Massachusetts Solid Waste

Master Plan.

www.savethatstuff.com    617.241.9998    

     



There are many great 
reasons to compost
Here are just four…

It’s easy to get started. We provide multi-lingual posters 
and training. 

You can save money. Composting helps control your disposal 
costs by removing the heavy stuff.

It’s clean. Our leak proof containers provide secure storage. 

Finally, it’s good for the environment. Food scraps are
converted into nutrient rich compost that can be used to 
grow more fruit and vegetables.

Join the hundreds of supermarkets, flower shops, cafes and
restaurants across the state that are composting almost half 
of their waste. Composting is easy—it rarely poses a space
problem and it can save businesses money.

How does composting save money?
Businesses can control their disposal costs by removing the heavy 
stuff from their trash.

How does composting work?
Any business that generates compostable material can participate. 
We provide customers with brown, leak-proof covered carts. Pickup 
service is available six days per week. We also provide free multilingual
posters and training.

How does composting help the environment?
By participating, your business will help keep otherwise compostable
material out of landfills. The compostable materials are turned into 
nutrient rich soil that helps grow fresh food. Composting reduces climate
change by avoiding methane emissions from organic decay in landfills.

What’s compostable?
All Food Scraps: kitchen trimmings, plate scrapings, coffee grounds 
and filters, tea bags, meat, bones, fish dairy products and baked goods.

Food Soiled Paper: paper cups and paper plates, placemats, milk 
cartons, waxed cardboard boxes and saw dust.

Plants: yard trimmings and floral clippings.

What’s not compostable?
Glass, plastic, styrofoam, metal, liquids, grease, and other non-
biodegradable items.

Is it messy to keep all that food waste around?
Our program uses a secure, contained storage approach. In addition, 
Save That Stuff will work with you to develop a pickup schedule that
helps you minimize the amount of time the organic materials are 
stored at your location.

Want to start composting?
Please contact SAVE THAT STUFF, Inc. at 617.241.9998
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The lifecycle of
compost
Today’s food scraps and plate scrapings 
are a great source of organic material for
compost. And it’s so easy to do:

Put all food, food-soiled 
paper, and yard trimmings 

into your brown cart. The collected materials go 
through a composting 
process for 10 months.

The finished compost is rich 
in soil nutrients and is used by 

farmers, golf courses and 
landscapers.

ì

ì

ì

ì

   

Compost and clean up
your trash

 



 

Save That Stuff Inc, Tel 617.241.9998 
24 Bunker Hill Industrial Park Fax 617.214.0294 
Boston, MA 02129 

 

 
 
 
 
Randi Mail 
Recycling Director 
City of Cambridge 
147 Hampshire Street 
Cambridge, MA 02139      August 22, 2006 
 
 
Dear Randi Mail, 
 
Save That Stuff, Inc. is excited to partner with the City of Cambridge to expand food waste collection 
services for the Cambridge business community, and ultimately offer this service to the Cambridge Public 
Schools.  This program compliments Save That Stuff, Inc.’s mission of providing responsible alternatives 
to traditional waste disposal practices. 
 
As new clients are added to this program Save That Stuff, Inc. advises participants that food waste 
diversion and storage systems should operate in a similar manner to the way their existing solid waste 
collection program is organized.   An example of this strategy is Oleana Restaurant.  They will replace two 
of their ninety five (95) gallon trash carts with two (2) sixty eight (68) gallon food waste storage carts.  The 
food waste carts will be kept in the trash enclosure, eliminating the need for a new storage area.  
 
By limiting new storage locations and sidewalk set outs, Save That Stuff, Inc. will work to reduce sidewalk 
“clutter”.   When there are limited options for storage, Save That Stuff, Inc. will provide early morning 
service or call ahead asking the client to set out the cart(s) over the next hour, limiting the time that 
storage containers are visible and accessible to pedestrian traffic. Our clients can use locked carts 
providing a secure storage option. 
 
Managing spillage is another focus of our food waste collection service.  As with our paper, cardboard 
and co-mingled recycling programs, driver training is a key factor in preventing spillage.  Covering the 
hopper with the blade while moving, and using a broom and shovel to clean up the ground are the 
primary techniques Save That Stuff, Inc. employs to manage spillage.  We recommend that our 
customers use biodegradable plastic bags in their intermediate containers so that loose waste will not be 
stored in the cart.  We also recommend that liquid organic material such as soup be poured down the 
drain. 
 
Save That Stuff, Inc. looks forward to the start of our food waste collection program in September, and 
making it a success. 
 
 
Cordially, 
 

 
Adam Mitchell 
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FORMAL BID  
 
FILE NO. 3936 
COMMODITY: SERVICES TO MARKET, RECRUIT, AND TRAIN BUSINESSES FOR 
ORGANICS COLLECTION 
 
NAME OF BIDDER:      
BIDDER'S FED. ID. OR SOCIAL SECURITY NO.:  
 
TO:   Cynthia H. Griffin, Purchasing Agent 

City Hall, Cambridge, MA 02139 
 Tel:  (617) 349-4310  Fax:  (617) 349-4008 
 
The undersigned submits this sealed bid to provide the services identified above, 
described in the specifications herein and advertised in the CAMBRIDGE CHRONICLE 
on APRIL 20, 2006, which is to be opened and publicly read at the Office of the 
Purchasing Agent, City Hall, 795 Mass. Ave., Room 303, Cambridge, MA at 11:00 a.m. 
on THURSDAY, MAY 4, 2006.  
 
The undersigned certifies that this bid is made without collusion with any other person, 
firm or corporation making any other bid or who otherwise would make a bid.  The 
undersigned agrees to furnish the services in strict accordance with the bid documents, 
which consist of this Formal Bid and all attachments hereto. 
 
The envelope containing the bid must be labeled:  "This envelope contains a bid for 
SERVICES TO MARKET, RECRUIT, AND TRAIN BUSINESSES FOR ORGANICS 
COLLECTION opened at 11:00 a.m. on THURSDAY, MAY 4, 2006. 

 
This bid process and the award of the contract are made in conformity with M.G.L. c. 
30B, unless otherwise stated.  See other side of this form for General Terms and 
Conditions that shall become part of any Contract awarded through this Formal Bid. 
 

SIGNATURE OF BIDDER:      
 
TITLE OF SIGNATORY: _______    
 
ADDRESS OF BIDDER: _______    
 
TELEPHONE NUMBER:  ___________   
 
FAX NUMBER:       

 
 
Please check one of the following and insert the requested information: 
 
(  )  Corporation, incorporated in the State of: __________________________ 
 
(  )  Partnership.  Names of partners:        
 
(X)  Individual            
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GENERAL TERMS AND CONDITIONS 

 
LAWS: 

All deliveries shall conform in every respect with all applicable laws of the 
Federal government, Commonwealth of Massachusetts and City of Cambridge. 

 
EQUAL 
OPPORTUNITY: 

 
The Vendor in the performance of the contract shall not discriminate on the 
grounds of race, color, religion, national origin, age or sex in employment 
practices or in the selection or retention of subcontractors, and in the 
procurement of materials or rental of equipment.  The City may cancel, terminate 
or suspend the contract in whole or in part for any violation of this paragraph 

 
TAXES:  

 
Purchases made by the City are exempt from the payment of Federal excise tax 
and the payment of Commonwealth of Massachusetts sales tax (except for 
gasoline) and any such taxes must not be included in the bid prices. 

 
QUANTITIES:  

 
Unless otherwise stated, the quantities set forth herein are ESTIMATES ONLY.  
The City reserves the right to purchase the commodity(ies) specified in any 
amount less than the estimated amount. 

 
BID PRICES:  

 
Bid prices shall include transportation and delivery charges fully prepaid to the 
City of Cambridge destination.  Where the unit price and the total price are at 
variance, the unit price will prevail. 

 
DELIVERY AND 
PACKAGING: 

 
Deliveries must be made in such quantities as called for in the purchase order 
and in the manufacturer's original packages.  All deliveries must be “inside” 
delivery with no assistance from City personnel.  Tailgate deliveries will 
not be accepted.  Rejected material will be returned to the vendor at the 
vendor's expense. 

 
MODIFICATION OF BIDS: 

 
Prior to bid opening, a bidder may correct, modify or withdraw its bid by making 
the request in writing prior to the time and date for the bid opening.  All 
corrections and modifications must be delivered to the Purchasing Department 
in a sealed envelope indicating that it contains a modification or correction of the 
original bid submitted for the particular commodity and indicating the time and 
date of the bid opening. 

 
REJECTION OF 
BIDS: 

 
The City reserves the right to reject any and all bids if it is in best interest of the 
City to do so. 

 
AWARD OF CONTRACT: 

 
Contract(s) will be awarded within two weeks of the bid opening unless award 
date is extended by consent of all parties concerned. 

 
INDEMNITY: 

 
Unless otherwise provided by law, the Vendor will indemnify and hold harmless 
the City against any and all liability, loss, damages, costs or expenses for 
personal injury or damage to real or tangible personal property which the City 
may sustain, incur or be required to pay, arising out of or in connection with the 
performance of the Contract by reason of any negligent action/inaction or willful 
misconduct by the Contractor, its agents, servants or employees 

 
TERMINATION OF CONTRACT: 

 
Except as otherwise provided in the Articles of Agreement, the City may 
terminate the contract upon seven days notice. 

 
ASSIGNABILITY: 

 
The Vendor shall not assign, sell, subcontract or otherwise transfer any interest 
in this contract without the prior written consent of the City. 
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TO: Cynthia H. Griffin 
 Purchasing Agent 
 
The undersigned hereby proposes to provide all labor, materials, and equipment, necessary to 
provide SERVICES TO MARKET, RECRUIT, AND TRAIN BUSINESSES FOR ORGANICS 
COLLECTION for the City of Cambridge Public Works Department for a period of at least four months 
all in accordance with the attached specifications. 
 
One award will be made as a result of this invitation to bid. A Contract will be awarded to the 
responsive and responsible bidder offering the lowest blended hourly rate. The contract value will not 
exceed $30,000 per year. 
 
The contract will be awarded within thirty days of the bid opening, unless award date is extended by 
consent of all parties concerned. 
 
Prior to bid opening, a bidder may correct, modify or withdraw its bid by making the request in writing 
prior to the time and date for the bid opening.  All corrections and modifications must be delivered to 
the Purchasing Department in a sealed envelope with a notation on the envelope indicating that it 
contains a modification or correction of the original bid submitted for the particular commodity and 
indicating the date and time of the bid opening. 
 
A sample contract is attached hereto. NOTE:  In accordance with the City's recycling policy, this bid is 
printed double- sided. PLEASE SUBMIT YOUR BID IN DUPLICATE 
 
Except as otherwise provided in Article V of the Articles of Agreement, the City may terminate the 
contract upon seven (7) days' notice.  
 
The following information is voluntary. A response or lack of response will not affect the 
competitiveness/status of your bid. 
 
Minority/Women Business Status - Please indicate whether your business is SOWMBA (or another 
state) certified.  Circle:   YES or NO  
 
 
Questions concerning this IFB must be submitted in writing to Fax # 617-349-4308 

 
All questions must be submitted no later then Wednesday, April 25, 2006. An addendum will 
be issued to notify all bidders of the questions and answers. 
 
LIVING WAGE REQUIREMENTS 
The City of Cambridge has a Living Wage Requirement that establishes minimum hourly rates 
for all Personnel that work on any City contract. The City of Cambridge's Living Wage as of 
March 1, 2004  $12.59 per hour.  The Living Wage Requirements are attached. 
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SCOPE OF SERVICES 
 
Overview 
The purpose of this Invitation to Bid is to obtain from qualified consultants/marketers to market, 
recruit, and train businesses for organics collection. The consultant will work in partnership with the 
City, MassDEP and Save That Stuff (STS), the City’s contracted hauler for recycling.   
 
The City received a 2-year grant from the MassDEP to work with STS, to offer organics recycling 
collection to Cambridge businesses.    The following organizations have pledged support for the 
project: Cambridge Chamber of Commerce, CitySprouts and the Cambridge School Department.  
This project meets several goals in the Beyond 2000 Solid Waste Master Plan including:  fostering 
the development of a commercial organics collection and processing infrastructure, reducing waste 
sent to landfills and incinerators, reducing greenhouse gas emissions, and educating businesses and 
residents about waste reduction. 
 
All food waste, plant material, and other compostable, non-recyclable paper will be accepted.  A list of 
potential organics customers will be provided including large, medium and small scale generators in 
the three categories: 
 
 Category 1:  Universities, supermarkets, hotels, laboratories, industrial food processors 
 Category 2: Cafeterias (assisted living homes & corporations), large restaurants, hospitals 
 Category 3: Bars, florists, coffee shops and the public schools participating in the CitySprouts 

composting program.   
 
An estimated 10-15 tons/day of material is optimal for route density.  The goal of the project is to 
begin a collection route in the fall 2006 after intense marketing, recruitment and training during the 
summer.  Large generators or “anchor locations” will likely be the foundation of the route and 
locations outside of Cambridge may be used to achieve an optimal route.  MassDEP will assist in 
calculating generation potential of the prospective organics customers and other criteria important for 
program marketing and measurement. 
 
To make this program sustainable and successful, STS will develop pricing options that reflect load 
size, tip fee, transportation and are less than or equal to the current price paid by the customer for 
trash disposal.  STS will develop materials for marketing and training.  The City and MassDEP will 
hold initial meetings with key municipal stakeholders including Community Development, Health 
Department, City Manager, interested City Councilors, and the Chamber of Commerce.   
 
Bidders should clearly indicate the key personnel who will work on the project, and how the proposed 
staffing level and program will ensure that the project is completed according to the necessary 
schedule. Program marketing, technical assistance and implementation will commence immediately 
following the bid award and must be completed by November 17, 2006. 
 
Work Scope 
The successful bidder will be responsible for marketing the program, provision of technical assistance 
to self-selected customers, and will be expected to perform the following tasks: 
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• Develop a plan describing how the bidder will recruit enough organics generators to meet the 
optimal route density of 10-15 tons/day, 5-6days/week; and provide technical assistance in the 
design of an in-house collection system, staff training, follow-up visits, and hand off continuing 
responsibilities to STS; 
 

• Help coordinate high-level meetings with large-scale generators and STS, City and/or 
MassDEP staff; 
 

• Keep up-to-date on opportunities to market the program to organizations such as the Chamber 
of Commerce, Cambridge Local First, Central Square Business Association, Harvard Square 
Business Association, Porter Square Business Association, Inman Square Business 
Association and Women in Business Connection. 
 

• Coordinate publicity events during the campaign in order to increase opportunities for 
participation. 

 
• Provide regular reports to the City regarding successes to date, number of contacted locations, 

issues encountered, estimated generated potential (tons), spending update, and projections on 
total Project status. 
 

• Provide a public presentation on the results or findings of the Project at the request of the City. 
 
The successful bidder will regularly meet with the project partners.  A computer and phone will be 
available at: 
 

• Cambridge Department of Public Works, 147 Hampshire Street, Cambridge  
Red Line to Central Sq, 10 min walk 
Business hours: Monday 8:30am-8pm, Tuesday-Thursday 8:30-5pm, Friday 8:30-3pm, and 
 

• Save That Stuff, 24 Bunker Hill Industrial Park, Charlestown  
Orange Line to Community College, 10 min walk 
Business hours: 7am-4pm, Monday-Friday.   
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QUALITY REQUIREMENTS 
A “NO” response or a failure to respond to any of the following Quality Requirements will result 
in a rejection of your bid.  Circle: Yes or No for each of the following requirements. 
 
 1. The bidder has been involved in two or more successful organics, recycling and/or waste 

management projects of a type similar in nature to the project described by the Scope of 
Services.              
       YES    NO  

 
2. The bidder understands the goals, waste bans, and policy priorities of the Massachusetts Solid 

Waste Master Plan and has communicated these to other parties for previous projects.   
       YES    NO 

 
3. The bidder has directly provided a basic waste assessment and technical assistance training 

of a type similar in nature to the project described by the Scope of Services. 
YES    NO 
 

4. The bidder will provide technical assistance to enough organics generators to meet the optimal 
route density of 10-15 tons/day, 5-6 days/week.  

    YES    NO 
 

5. The bidder has demonstrated that backup personnel are available to complete the project in 
the event that the primary personnel become unavailable and provides resumes for backup 
personnel. 

YES    NO 
 

6. Is it true the bidder is currently not in Bankruptcy? 
YES    NO 

 
      7. Bidder can provide, upon request, proof of financial solvency. 
 
        YES    NO 
 
BID SUBMISSION REQUIREMENTS: 
Failure to submit documents requested may result in the determination that your bid is non 
responsive unless the City deems such a failure to be a minor informality. 
 
1. The bidder will provide 3 references from clients who will provide positive recommendations 

regarding the bidder’s ability to fulfill the scope of this project. The City reserves the right to use 
itself as a reference. 

 
2. Provide resumes for the personnel who will be involved in the project, including any backup 

personnel. The resumes shall include the number of years experience in composting, recycling, 
waste and related services; and any experience working with various Cambridge business 
community organizations and/or Cambridge business leaders.  
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3. Provide a brief description of the bidder’s participation in similar projects and the portion of this 
work that has been concerned with organics, recycling and waste management.  The 
description should detail the bidder’s understanding of the context of this project at the local 
and state levels, from a public and private sector perspective; experience in communicating 
methods of organics and/or recycling collection, experiences training businesses in waste 
management methods, and familiarity with the Massachusetts Solid Waste Master Plan and 
the Cambridge Climate Protection Plan, which can be found at www.mass.gov/dep and 
www.cambridgema.gov/~CDD.    

 
4. Describe a general timeline from May-November for providing technical assistance to organics 

customers that lays out the steps and time involved and indicates how the optimal route 
density of 10-15 tons/day, 5-6days/week will be achieved. 

 
5. The following documents must be submitted with your bid: All information and materials 

requested as part of the Quality Requirements and Bid Submissions. A fully executed copy of 
the Anti-Collusion and Tax Compliance Certification. 

 
PRICE PROPOSAL 
 
Please provide an hourly rate that should reflect a blended rate of all personnel including all overhead 
and other expenses.  A blended rate is the average of the hourly rates of all personnel who will work 
on these projects plus any overhead and other expenses. 
 
A contract will be awarded to the responsive and responsible bidder offering the lowest blended 
hourly rate. The contract value will not exceed $30,000. 
 
Blended Hourly rate cost _________       
 
Please include in your price proposal a summary of the blended hourly rate. The summary should 
include a break down of the actual hourly rate and the name and title of each staff member that will 
be assigned to this project.   The City shall be invoiced monthly in accordance to the actual hourly 
rate for each staff member with a work log showing hours worked and a brief description of tasks.  
Only actual hours worked should be invoiced by the Consultant and paid by the City. All hourly rates 
are to remain firm for the contract period.  
 
 
Signature:            
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Dear Cambridge CitySprouts School,
Your school is invited to be part of a new and exciting environmental 
initiative in Cambridge. The Department of Public Works is offering 
CitySprouts schools the opportunity to collect cafeteria food scraps 
for curbside compost collection beginning in the fall of 2007.  

This is part of a citywide food waste recycling project that 
began in September 2006.  Dozens of Cambridge businesses 
are signing up, including universities, supermarkets, hotels and 
restaurants.  This project is made possible through a grant from the 
Massachusetts Department of Environmental Protection.  

How will my school benefi t if we compost?
Students will get a hands-on learning opportunity to be environmental stewards 
and responsible citizens, outside of the classroom.

Your school will be recognized as an environmental leader to parents and the local, regional 
and national communities for your green practices and for preparing well-rounded, socially 
responsible students.

Your students will be active participants in meeting the City’s Climate Protection Plan 
goals, including decreasing greenhouse gas emissions from land fi lling organic waste and 
increasing our recycling rate.  See www.cambridgema.gov/climate.  

How will this change our cafeteria routine? 
Currently, students tap food off their Styrofoam trays before recycling 
them.  This same basic procedure will continue except food waste 
will be collected separately from other trash, in a barrel lined with a 
biodegradable bag.  DPW staff will work with your kitchen supervisor and 
custodian to set up system that is easy, clean and effi cient.  

If we compost will we still recycle Styrofoam?   
No, we do not want to increase truck traffi c at the schools and composting 
food waste reaps more environmental benefi ts than recycling Styrofoam.  
Evenutally, biodegradable trays, bowls and utensils may be available 
at a competitive price.  That way, nearly all cafeteria waste can be 
composted.
  

What’s compostable?
All food scraps: kitchen trimmings, plate scrapings, bones, meat, 
coffee grounds & fi lters, tea bags, fi sh, dairy products and baked goods.  
Generally, food-soiled paper products and milk cartons can be composted, 
but these items should be placed in the trash to avoid any confusion.

What’s not compostable?
Styrofoam, plastic, metal, snack bags, liquids, glass, food-soiled 
paper products, milk cartons and other non-biodegradable items. 
Switching from individual packets to bulk containers for condiments 
can increase convenience for students while reducing waste that cannot 
be composted.  

•

•

•



How will collection work?
Collection will be available up to 5 days a week, minimizing the time food waste is stored at 
the school.  Save That Stuff, the recycling hauler for cardboard, will provide brown, leak-
proof “toters”, which should be lined with a biodegradable bag.  DPW can provide small 
containers for use in the cafeteria.  The compostables will be trucked to a large-scale 
composting facility in Saugus where it will be turned into nutrient rich soil that helps 
grow fresh food. 

Does composting help the City’s climate goals?
Yes!  By recycling food scraps, more waste will be kept out of landfi lls, increasing 
the City’s recycling rate.  Composting reduces climate change by reducing methane 
emissions from decaying organic matter in landfi lls.  
  

Will school composting save the City money?
By removing the heavy stuff from the trash, we will save avoided waste disposal fees and 
control costs.  Your school produces up to 200 pounds of food waste per day.  Since food 
waste is dense, this does not take up a lot of space.  Therefore, your school may try less frequent collection, which 
will further reduce costs.  Public Works will pay for the service with recycling grant funds from prior years. 

Which Cambridge businesses are 
composting?
Save That Stuff is collecting food waste from over twenty 
locations including Harvard, Whole Foods and the Sheraton 
Commander Hotel.  Participating restaurants include Oleana, 
Rendezvous, Charlie’s Kitchen, Hong Kong, Formaggio Kitchen 
and Redline.  With more and more Cambridge businesses 
composting, it is now possible for CitySprouts schools to 
piggyback on this collection route.  

How can my school get started?
We will meet with you and your staff to answer questions and 
customize a collection system that is easy, clean and effi cient. 
CitySprouts and DPW will kick off an educational campaign 
to train staff and students, which can involve posters, a 
morning information table in the lobby, library displays and 
presentations during garden drop-in hours.  We will coordinate 
a cafeteria event, monitor your lunchroom for the fi rst two 
weeks of the program and troubleshoot issues promptly.  

We hope to work with your school on this exciting project!
Thank you for considering this opportunity.  For more information contact: 

Randi Mail, Recycling Director at (617) 349-4866 / rmail@cambridgema.gov or 
Kelly Dunn, Recycling Program Manager at (617) 349-4836 / kdunn@cambridgema.gov.

Best regards,

Lisa Peterson
Public Works Commissioner

•
•

The lifecycle of compost



We compost our food waste!

Visit www.cambridgema.gov/recycle to learn more. 

Drop your name in for a chance to win:

By composting, we reduce landfill emissions 
that cause climate change and 

turn waste into rich soil to grow food.

Please support our green efforts 
April 21-29 during the 
Cambridge Science Festival!  
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Lesley University 
ORGANICS RECYCLING GUIDELINES 

 
 

Food Service Managers and Staff 
 
 
 
 
 

How to Recycle Organic Materials 

and Dispose of Trash 
 
 
 

ALWAYS...Separate Organics from Trash 



 Organics Recycling Guidelines 

 
Purpose 
Recycling of organic materials saves the facility and its food service operations money while 
conserving valuable natural resources and scarce landfill space.  Organic materials (such as 
fruits, vegetables, bread, meats, other foodstuffs, and paper) are used to make a valuable 
soil-like product – compost, which is used to enrich local soils.  Organics recycling also helps 
support local composting facilities by providing a consistent supply of material, which is 
processed for sale.   

 
Organics 

• Vegetable and fruit materials 
• Spoiled & inedible food 
• Wet & waxed cardboard 
• Paper towels, paper 
• Flowers, plants, soil 
• Coffee grounds, filters 

• Meat, fish, poultry  
• Breads, bakery products 
• Deli meat, sandwiches 
• Cheese, dairy, frozen products  
• Food preparation scraps 
• Plate scrapings – food & paper

 
Always DE-PACKAGE organic materials before recycling! 

 

Trash  
• Renderings 
• Oils and grease 
• Food packaging/wrap 
• Plastic gloves 
• Styrofoam 
• Twist ties, rubber bands 

• Wire 
• Wood pieces 
• Plastic tableware 
• Band-aids, tape 
• Rope, twine 
• Mixed trash

 
Food Prep and Plate Scraps Collection Procedures 
Separate and place all organic materials into identified organics recycling containers.  
Remove all packaging before recycling.  Flatten waxed and wet cardboard before including 
in organics containers; if items are too large to include, place beside the containers. 
 
Keep trash separate…place all trash materials in labeled trash containers. 
 
Full collection containers must be taken to the loading dock and exchanged for empty 
containers.  All organics containers must be lined with biodegradable bags. 
 

Contacts 
To address problems or make adjustments to your organics recycling program contact: 
 

Name:  
Title/department:  
Phone:  
Email:  

 
THANK YOU FOR KEEPING ORGANICS SEPARATE FROM TRASH ALWAYS...Separate Organics from Trash 



 

 Questions and Answers 

 
 
 
What are organics? 
Organics (in the food service environment) include food prep waste, inedible food, wet and waxed 
cardboard, paper, and guest plate scrapings consisting of food and paper.  Organics are 
biodegradable, meaning they can be naturally broken down and made into soil.   
 
 

What is organics recycling or composting? 
Organics recycling, often called composting, is a process of consciously placing organics in separate 
collection containers to minimize contamination and preserve the quality so the materials can be taken 
to a composting facility for processing.  This process is also referred to as “source separation of 
organics” because the materials are separated at the point of discard so that they can be recycled. 
 
 

What is contamination? 
Contaminants are foreign materials that make a recyclable or compostable material impure; for 
example, plastic wrap mixed with food scraps that are intended for recycling. 
 
 

Why are we separating organics? 
Recycling saves money and reduces waste, which helps save our environment, natural resources, and 
landfill space.  Of all the waste we generate in the food service departments of our facility, a large 
percentage is organic.  Organics contain rich nutrients used in the making of soil-like material called 
compost.  Recycling these valuable materials back into the earth as soil is better for our environment 
and is a lower cost alternative to landfill disposal. 
 
 

What is a composting facility? 
A composting facility is a processing facility that accepts raw organic waste, blends it with other 
materials, and produces compost – a soil amendment that is sold as an alternative to fertilizers.   
 
 

Organics vs. trash… what’s the difference? 
“Organics” are biodegradable materials including food prep waste, inedible food, wet and waxed 
cardboard, paper, and guest plate scrapings consisting of food and paper.   
 
“Trash” or a contaminant is any non-recyclable packaging or other non-organic waste material that 
must be disposed as trash, such as plastic gloves, rubber bands, tape, rope, and Styrofoam.   
 
 

Can I add liquid or grease? 
Liquids resulting from food preparation may be collected, provided all liquid is contained in a 
compostable (bio-degradable) bag.  Keeping liquids stored in compostable bags will prevent dirtying 
the collection containers.   
 
Grease from fryers is acceptable only at composting facilities licensed to process meats and meat 
products.  Check with your recycling program manager to see whether your program can accept 
grease, meats, or meat by-products. 
 
 
 

ALWAYS...Separate Organics from Trash 
 



 

 Q & A Continued 

 
 
 
Can we add meat? 
If your composting facility is licensed to process meats and meat by-products, you may collect meats 
in your organics recycling program.  Licensed composting facilities, approved for meats, follow strict 
procedures to assure rapid processing of meats and have the proper facility design and equipment to 
handle the material appropriately.  Check with your recycling program manager to determine the 
status of meat collection in your organics recycling program. 
 
 

What are renderings?  Can they be included? 
“Renderings” refer to grease, meats, and meat by-products.  Renderings are often collected separately 
and converted into animal food, cosmetics, soap, and other products.  They can also be included in 
some organics recycling programs if the composting facility is licensed to process meats and meat 
products.  Check with your recycling program manager to see whether your program can accept 
renderings. 
 
 

Does it smell? 
Food products and by-products rapidly breed bacteria when left at room temperature.  This decaying 
food emits an odor.  Large amounts of concentrated decaying food can produce offensive odors until 
introduced into a composting process where the raw organic waste is blended with other materials.  To 
eliminate or minimize odors, be sure to properly sanitize collection containers, replace liner bags, and 
empty collection containers on a regular schedule.  Food establishments following these procedures 
have infrequent problems with odor.   
 
 

What happens to the organics once they leave the facility? 
All recycled organics are quickly transported to an approved composting facility where the material is 
emptied on to a “pad,” followed by immediate introduction into a carefully managed organics recycling 
pile – which, once processed, looks, feels, and smells like rich soil (also referred to as “soil 
amendment”).  
 
 

What do I do if something organic spills? 
The organic material may be reintroduced to the organics collection container, being careful not to 
include any inorganic material (plastic, glass, or metal).  If an organic material becomes 
contaminated, it should be placed in the trash. 
 
 

Why do we have to use special bags? 
Some organics recycling programs require the use of compostable or biodegradable bags – especially 
if the bag is going to be directly placed in the organics recycling pile at the composting facility.  If your 
program specifies the use of such bags, it is most important to consistently use these bags in organics 
collection containers.  
 
 

 
 
 

ALWAYS...Separate Organics from Trash 
 



 

 Q & A Continued 

 
 
Why aren’t more businesses recycling organics? 
The recycling of organic waste materials is a relatively new concept.  Most communities have resisted 
engaging in composting initiatives because traditional waste removal costs and practices have become 
more prevalent and more attractive to all waste generators.  Also, most waste-generators simply find 
it “easier” to just “throw it away.”  America has become a wasteful society and most businesses have 
ignored alternative recycling initiatives – until now.   
 
 

Why has organics recycling become so important? 
Recycling organics is gaining support as a preferred waste disposal alternative because it costs less 
than landfilling or incinerating, is better for the environment, and results in the making of rich soil – a 
scarce commodity.  In addition, the Commonwealth of Massachusetts has made organics recycling a 
priority in the “Beyond 2000 Solid Waste Master Plan” which has set an aggressive goal of reducing 
solid waste by 70% by 2010. 
 
 

Is the role of the associate really as simple as sorting organics from 
trash? 
Yes.  As simple as it sounds, the most important role of EVERY associate is to consistently assure that 
ALL designated organics in your facility’s program are recycled every day.  Keeping the organics 
separate from trash will assure the making of the highest quality – contaminate-free soil, which will be 
applied as a “soil amendment” in your community. 
 
 

How can I assure our facility really adopts a new organics recycling 
culture? 
First and foremost understand why the company has chosen to recycle organics.  Read the training 
manual and pay attention to the signs in each department.  Watch others and remind them to practice 
proper separation of organics from trash.  If you have a question about the proper separation process 
or want to offer a suggestion for improving your facility’s recycling program, check with your 
supervisor or recycling program manager.   
 
 
How can I help our company and lower costs? 
Whenever you throw anything away, 
 

Stop and Think... 
 

Is it organic (food, paper, wet and waxed cardboard)? 
• Place in separate collection containers marked organics. 

 
Is it trash (rubber bands, tape, rope, Styrofoam)? 
• Place in separate trash containers. 
 
Is it clean, dry cardboard? 
• Place in separate cardboard containers for baling. 

 
 
 
 ALWAYS...Separate Organics from Trash 

 



 

 

  
 
 

ORGANICS RECYCLING GUIDELINES 
 

 

Lesley University 
ORGANICS RECYCLING GUIDELINES 

 
When throwing anything away, keep ORGANICS and TRASH separate. 

 
 

 
 

ORGANICS COLLECTION 
 

ALWAYS DE-PACKAGE ORGANICS BEFORE RECYCLING 
(Remove all plastic, metal, glass, styrofoam) 

 
The following items are recyclable ORGANICS: 
 

• Fruit and vegetable cull and trim 
• Cull and trim from food preparation 
• Breads, rolls, pastries, muffins, bagels 
• Batter, dough 
• Coffee grounds and filters 
• Sandwiches 
• Deli meat, cheese 
• Cheese scraps and trim 
• Salad discards and scraps 
• Outdated, spoiled, and discarded food (de-packaged) 
• Fish and seafood trim 
• Meat and poultry scraps and trim 
• Milk, milk-products, juices (in paperboard cartons) 
• Ice cream, yogurt, cottage cheese 
• Eggs, paper egg cartons 
• Unused food ingredients (i.e. flour, spices, batter, vegetable scraps) 
• Plants, cut flowers 
• Paper 
• Wet and waxed cardboard 
• Food discards and plate scrapings – Food and paper 
• Paper towels, paper, waxed paper 

 
 
 
 
 

 

Place ALL ORGANIC materials in recycling containers marked ORGANICS. 

 
 
 RECYCLE CARDBOARD BOXES FOLLOWING FACILITY PROCEDURES. 

 



 

 

  
 
 

ORGANICS RECYCLING GUIDELINES 
 

 

Lesley University 
ORGANICS RECYCLING GUIDELINES 

 
When throwing anything away, keep ORGANICS and TRASH separate. 

 
 

 
 

TRASH COLLECTION 
 
 

The following items are TRASH: 
 

• Food packaging/wrap 
• Plastic packaging/wrap 
• Plastic gloves 
• Styrofoam  
• Styrofoam egg cartons, Styrofoam pieces  
• Twist ties, rubber bands 
• Wire 
• Candy wrappers 
• Plastic tableware 
• Wood and wood pieces 
• Rendering 
• Grease and cooking oils 
• Band-aids, tape 
• Rope, twine 
• Mixed Trash 

 
 
 
 
 
 
 

 

Place ALL TRASH materials in regular TRASH barrels to be unloaded into TRASH Compactor.

RECYCLE CARDBOARD BOXES FOLLOWING FACILITY PROCEDURES. 
RECYCLE CARDBOARD BOXES FOLLOWING FACILITY PROCEDURES. 

 
 
 

RECYCLE CARDBOARD BOXES FOLLOWING FACILITY PROCEDURES. 
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